
                           Department of Procurement 
MC One$ource Instructions 

       Check Available Balance for Blanket Orders 
 
 

• From any Tab (Dashboard, Suppliers or Transaction), click the hamburger menu and click 
View Orders 

 

 
 
 

• Searching may be done by typing the blanket Order Number or typing the Supplier name.  
• Click Search 

 

  
 
  



• Click on the Purchase Order number. 
 

 
 
 

• Funds available will be listed. 
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